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ABSTRACT 

The guidelines for integrating career development at 
the junior high school level were prepared at a local career 
development workshop and include ideas for teachers developing 
programs and wishing to provide career experiences for their 
students. The guide briefly discusses the career development model 
and concepts^ with suggestions for teachers. Units are presented 
relating to 16 personal and world of work related concepts^ several 
objectives and accompanying learning outcomes, for grades 7^ 8, and 
9. The related subject area, suggested learning activities, 
resources, and evaluation are outlined for each concept. The document 
concludes with definitions of 78 career development terms, 
personality check lists, self-rating charts, and other resource 
materials. (BP) 
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SUGGESTIONS FOR TEACHERS 



One of the most important things that you, as a teacher, can do is 
to create a positive atmosphere toward the work world in your classroom. 
Some things you can do are: 

1. Speak positively about aU jobs, by helping student realize that 
all workers have dignity. Statements such as, "He's only a 
garbageman," demean the person. 



2. Help the pupil \inderstand his own abilities as revealed through, 
his classwork. Explain what test scores and grades mean as an 
indicator of ability. "He's Just average," is a negative state- 
ment. Average ability may be exactly what is needed for a 
particular career field. 



3. Help students realize that there are many jobs within a career 
field requiring a wide variety of abilities and interests. 

Help students realize that their school building is one of many 
"laboratories" for learning about the work world. 



5- Whenever possiole relate what is being learned to the work world. 
Use encouragement rather than threat to motivate students. 

Threat, "You'll never amount to anything if you don't 
learn this." 

Encouragement, "This skill will be helpful to you if you 
are thinking about working as ." 

6. For some students, lack of success in a particular class cannot be 
used as the basis for predicting future career success or failure. 



7. Encourage the student to see their counselor for interpretation of 
test scores that might not be vmderstood. Students may not under- 
stand terms such as stanine, percentile, etc., even though they are 
explained. 
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QUESTION FREQUENTLY ASKED DURING THE IMPLOYMEBT INTiSVIEW 



Item 1 As Reported by 92 Companies Surveyed by 

Frank S. Endicott, Director of Plac«nent, 
Northwestern University 

1. Vfhat are your future vocational plans? 

2. In what school activities have you participated? Why? Which did you enjoy 
the most? 

3. How do you spend your spare time? What are your hobbies? 
l*. In what type of position are you most interested? 

5. Why do you think you might like to work for our Company? 

6. What Jobs have you held? How were they obtained and why did you leave? 

7. What courses did you like best? Least? Why? 

8. Why did you choose your particular field of work? 

9. What percentage of your college expenses did you earn? How? 

10. How did you spend your vacations while in school? 

11. What do you know about our company? 

12. Do you feel that you have received a good general training? 

13. What qualifications do you have that make you feel that you will be successful 
in your field? 

iJ*. What extracurricular offices have you held? 

15* What are your ideas on salaxy? 

16. How do you feel about your family? 

17. How interested are you in sports? 

18. If you were steurting college all over again » what courses would you take? 
19* Can you forget your education and start from scratch? 

20. Do you prefer any specific geographic location? Why? 

21. Do you have a girl? Is it serious? 

22. How much money do you hope to earn at age 30? 35? 

23. Why did you decide to go to this particul€ur school? 

2I4. How did you reuik in your graduating class in high school? Where will you 
probably rank in college? 

25. Do you think that your extracurricular activities were worth the time you 
devoted to them? Why? 

26. What do you think determines a man^s progress in a good company? 

27. What personal characteristics are necessary for success in yoxur chosen field? 

28. Why do you think you would like this particular type of Job? 
29* What is your father *s occupation? 

30. Tell me about your home life during the time you were growing up. 

31. Are you looking for a permanent or temporary job? 

32. Do you prefer working with others or by yourself? 

33. Who are your best friends? 

3'*. What kind of boss do you prefer? 

35. Are you primarily interested in making money or do you feel that service 
to your fellow men is a satisfactory accomplishment? 

36. Can you take instructions without feeling upset? 

37. Tell me a story! 

38. Do you live with your parents? Which of your parents has had the most 
^ profound influence on you? 

ERIC previous employers treat you? 

y^^to '♦O. What have you learned from some of the Jobs you have held? — I'i^** 

hi. .Can you get recommendations from previous employers? 



1*3. What vas yoxir record in military service? 

kk. Have you ever changed yoxir major field of interest while in college? Why? 

^5* When did you choose your college major? 

Hov do your college grades after military service compare with those 

previously earned? 

1*7. Do you feel you have done the best scholastic work of which you are capable? 

1*8. How did you happen to go to college? 

1*9. What do you know about opportxmitles in the field in which you are tridned? 

50. How long do you expect to work? 

51* Have you ever had any difficulty getting along with fellow students and faculty? 

52. Which of your college years was the most difficult? 

53. What is the soxirce of your spending money? 
^k. Do you own any life insurance? 

55. Have you saved any money? 

56. Do you have any debts? 

57. How old were you when you became self-supporting? 

58. Do you attend chxirch? 

59. Did you enjoy your four years at this xiniversity? 

60. Do you like routine work? 

61. Do you like regular hours? 

62. What size city do you prefer? 

63. When did you first contribute to family income? 
6I4. What is your major weakness? 

65. Define cooperation I 

66. Will you fight to get ahead? 

67. Do you demand attention? 

68. Do you have an analytical mind? 

69. Are you eager to please? 

70. What do you do to keep iu good physical condition? 

71. How do you usually spend Stmday? 

72. Have you had any serious illness or injtiry? 

73. Are you willing to go where the company sends you? 

7**. What Job in our company would you choose if you were entirely free to do so? 

75. Is it an effort for you to be tolerant of persons with a background and 
interests different from your own? 

76. What types of books have you read? 

77. Have you plans for graduate work? 

78. What 'types of people seem to **rub you the wrong way"? 
79# Do you enjoy sports as a participant? As an observer? 

80. Have you ever tutored an underclassman? 

81. What Jobs have you enjoyed the most? The least? Why? 

82. What are your own special abilities? 

83. What Job in our Company do you want to work toward? 
Qk. Would you prefer a large or a small company? 

85. What ir your idea of how industry operates today? 

86. Do you like to travel? 

87. How about overtime work? 

86. What kind of work interests you? 

89. What are the disadvantages of your chosen field? 

90. Do you think that grades should be considered by employers? Why or why not? 

91. Are you interested in resecurch? 

92. If married, how often do you entertain at home? 
^ 93. To what extent do you use liquor? 

gp^i^" 9'*. What have you done which shows initiative and willingness to work? I'^C^** 
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Item 2 NEGATIVE FACTORS EVALUATED DURING THE EMPLOYMEMT INTERVIEW 
AND WHICH FREQUENTLY LEAD TO REJECTION OF THE APPLICANT 

As Reported by 153 Companies Surveyed by 
Frank S. Endicott, Director of Placement, 
Northwestern University 



1. 
2. 



3. 



U. 

5. 
6. 

7. 
8. 
9. 
10. 

11. 

12. 
13. 
111. 
15. 
16. 
17. 
18. 
19. 

20. 
21. 
22. 

23. 
2U. 

25. 
26. 
27. 
28. 
29. 

30. 
31. 

32. 



^ 33. 

ERIC 



Poor personal appearance. 31*. 
Overbearing — overaggres sive- 3 5 . 

conceited "superiority complex"— 36. 
"know-it-all" 37. 
Inability to express hittself 38. 
clearly — poor voice, diction 39. 
gransnar 1^0. 
Lack of planning for career — 1*1. 
no purpose and goals k2. 
Lack of interest and enthusiasm— 1*3. 
passive, indifferent 
Lack of confidence and poise — kU. 
nervousness — ill-at-ease 1* 5 . 

Failxire to participate in activi 
activities 1*6. 
Overenqphasis on money — interest 1*7. 
only in best dollar offer 
Poor scholastic record — Just 1*8. 
got by 1*9. 
Unwilling to start at the bottom — 50. 
expects too much too soon 
Hakes excuses—evasiveness-hedges 
on unfavorable factors in record 
Lack of maturity 
Lack of tack 

Lack of courtesy — ill mannered 
Condemnation of past employers 
Lack of social understanding 
Marked dislike for school work 
Lack of vitality 
Fails to look interviewer in the 
eye 

Limp, fishy hand-shake 
Indecision 

Loafs during vacations — lakeside 
pleasures 

Unhappy married life 
Friction with parents 
Sloppy application blank 
Merely shopping around 
Wants Job only for short time 
Little sense of humor 
Lack of knowledge of field of 
specialization 

Parents make decisions for him 
No interest in company or in 
industry 

Emphasis on whom he knows 
Unwillingness to go where we -send him 



Cynical 

Low moral standards 
Lazy 

Intolerant — strong prejudices 

Narrow interests 

Spends much time in movies 

Poor handling of personal finances 

Ho interest in ccmmunity activities 

Inability to take criticism 

Lack of appreciation of the value 

of experience 

Radical ideas 

Late to interview without good 
reason 

Never heard of company 

Fcdlxure to express appreciation 

for interviewer •s time 

Asks no questions about the Job 

High pressxure type 

Indefinite response to questions 



Traits That Txurn People Off 



1. 

2. 

3. 

k. 

5. 
6. 

7. 

8. 



9. 



10. 



A compulsion to show off knowledge 
Exaggerates to the point that it's 
the next thing to lying 
Moodiness. Friendly one day, 
unfriendly the next 
Bossiness. Must run everything 
Not reliable. Word is no good 
Chronic coitplainer. Negative 
attitude about many things. 
Nosy. Asks lots of questions that 
are none of her business 
Gossipy. Knows everything about 
everybody and tells it. Makes you 
wnder what she is saying jabout you. 
Says things in anger then tries to 
smooth it over by buying a little gift 
Always fishing for compliments but 
never gives any 
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Item 3 

GROUP 



NAME 



WHAT'S THE OCCUPATION ALL ABOUT 
1. Name of the occupation 



2. What does the worker actually do? 



3. What special tools or equipment are used in this Job? 



ERIC 



U. What education or training is required of a beginning worker in this occupation 



a. High School Completion 

b. jSorae College Training 

c. ^College Degree 



d. 
e. 
f. 



^Specialized Schooling 
Jlpprent ic es hip 
"other 



What personal qualifications other than educational are required? 

REQUIRED DO I QUALIFY? 



a. 
b. 
c. 
d. 
e. 

f. 

g- 
h. 
i. 

J. 
k. 

1. 
m. 
n. 
o, 
P- 



Physical strength 


Much 


Some 


Little 


Much 


Some 


Little 


Good eyesight 














Good hearing 














Eye-hand coordination 














Ability to stand for a 
lon_^ time 














SpeaQcing ability 














Writing ability 














Numerical ability 














Mechanical ability 














Manual dexterity 














Drawing and/or blue print 
reading aptitude 














Organizational ability 














Neatness and accuracy 














Ability to work with others 














Ability to accept direction 











































6. What interests should a worker in this occupation have? 

INTEREST IN . . . REQUIRED DO I HAVE INTEREST? 



a. 
b. 
c. 
d. 
e. 
f. 

g- 
h. 



Mechanical things, tools 


Much 


Some 


Little 


Much 


Some 


Little 


Working with data, numbers 














Solving problems 














Working with people 














Dealing with people 














Organization and planning 
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7. Working Conditions Yes No Sometimes 

a. Noisy and/or dirty surroundings 

b. Is the work hazardous? 

c. Is this work seasonal or dependent 

on weather conditions? 

d. Is this a repetitive operation? 

e. Work is done: m ainly alone m ainly with a group 

f. Job location: locally o ther parts of country b oth 

g. Where is work done: ^indoors outdoors both, at times. 

8. Is a special mode of dress or appearance required? Yes N o 

If yes, what is required?^ 



9. Earnings 

a. Wages approximately $ per (hour, week, month, year) 

b. How many hours per week? 

10. Opportunities Good Fair Poor 

a. Opportunity for advancement 

b. Job availability now ^ 

c. Future employment opportunities 

d. Job security — — 

11. What are some occupations related to this one: 



12. What do you see as the main advantages and disadvantages of this kind of 
work? 

Advantages Disadvantages 



13. Does this occupation appeal to you? Why? 



ERLC 
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Item 1* 



CHECK LIST OP VALUE CARDS 
(place on 3" x 5" Cards) 



1. 


Education 


2. 


Money 






u. 


Religion 


5. 


Health 


6. 


Leisure Time Activities 


7. 


Job Sat s if act ion 


8. 


Security 


9. 


Happiness 


10. 


Home and Family 



ERIC 
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Item 5 



LOST ON THE MOON 



Your spaceship has Just crash-lctnded on the moon* You were scheduled to 
rendezvous with a mother ship 200 miles away on the lighted surface of the 
moon, but the rough landing has ruined your ship and destroyed all the 
equipment on board, except for the fifteen items below. 

Your crew's survival depends on reaching the mother ship, so you must 
choose the most critical items of their importance for survival. Place 
number one by the most important item, number two by the second most important, 
and so on through number fifteen, the least important. 

Box of matches 

Food concentrate 

Fifty feet of nylon rope 

Parachute silk 

Solar-powered portable heating unit 

Two .1+5-caliber pistols 

One case of dehydrated milk 

Two 100 pound tanks of oxygen 

Steller map (of the moon's constellation) 

Self inflating life raft 

Magnetic compass 

Five gallons of water 

Signal flares 

First aid kit containing injection needles 
Solar powered FM Receiver-transmitter 

111 
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Item 6 



SELF-RATING CHART 



ERIC 



Read ccurefully the statements below, compare yourself with the standards given 
and place in each squeo'e the number that describes you best. 

1* Always 2. Usually 3. Generally k. Sometimes 5« Seldom 

Responsibility 

Am I on time to class and with my work? 

Do I behave myself in classroom during teachers • absence? 
Do I bring my materials to class everyday? 

Must I be spoken to individually because I have not listened to class 

directions? 

Was I willing to accept a class office? 

Do I teike peirt in class discussion? 



Inquiring Mind 

Do I read the directions before asking questions? 

Do I do more work than is required? 
Do I use the library regularly? 

Do I bring things related to the classwork to class? 

Social Concern 

Do I think of how my actions and speech will affect others before I 

act or speak? 

Do I keep order in my section of the room by behaving myself? 

Am I courteous to my fellow students and the teacher? 
Do I show an active interest in every class activity? 



Work Habits 

Do I do only my own work, without talking? 

Am I ready to start working as soon as I enter the room? 

Do I listen and follow directions? 
Do I work until the Job is finished? 



Item 7 



CHARACTERISTICS OF ATTRACTIVE PERSONALITY AND HOW TO DEVELOP THEM 



Personality 

A. Those things about a person which 

B. Has to do with those qualities of 

Chetracteristics 
1. Attractive Appearance 



2. Good Posture 



3. Good Manners 
Correct Speech 

5. Self Confidence or 
Perseverence 



make him different from another person, 
being a person rather than a thing. 

How to Develop It 

1. Keep yourself clean 

2. Dress neatly and suitably 

3* Avoid gaudy or clashing color in dress 

1*. Avoid flashy or freak styles 

5. Use a deodorant 

6. Find suitable hair style 
?• Keep nails well groomed 

1. Head up 

2. Shoulders back 

3. Free swinging style of walking 
1*. Deep breathing 

5. Systematic exercise 

6. Correct sitting posture 

1. Proper table manners 

2. Courtesy to others 

3. Consideration for others 

1*. Respect for the rights of others 

5. Avoid talking about others 

1. Avoid prof amity 

2. Use good grammar 

3. Pronounce words properly 
U* Speak distinctly 

3* Avoid slang 

6. Use words correctly 

1. Ability to stick to it 

2. Become a good workman 

3. See a job through 
I4. Mingle with people 

5. Be, thin 9 and talk success 

6. Practice intelligent conversation 

7» Seek acquaintances of those above you 

8. Don't boast or talk loudly 

9* Do not venture opinions about things 
you do not understand 

10. Have a bank account 



llil 

143 



Item 8 



PERSONALITY CHARACTERISTICS 



Rate yourself in the following areas: Excellent Good Fair Poor 

1 2 3k 

1. Courtesy and good manners 

2. Neatness and cleanliness ^ 

3. Cooperativeness . 

k . Cheerfulness . 

5. Mix well with a group ^^^^ 

6. Honesty 

7. Even tempered 

8. Dependable _ _^ 

9. Good listener 

10. Unselfish attitude 

11. Posture ^^^^ 

12. Health 

13. Loyal to friends 

ik. Sportsmanship 

15. Ability to get along with others 

16. A sense of humor _^ 

17. Ability to adjust to new people and 

new sitiiations 

18. Broad-mindedness ^^^^ 

19. Generosity 

20. Ambition to succeed 
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Item ^ 



SELF-APPRAISAL CHECK LIST 



Consider the words in this list and check how often you think they describe 
you af? you are: 

Always Usually Sometimes Never 

1. Honest 

2. Happy 

3. Friendly 

Sad ^l^;^ . ~~ 

5* Serious — — 

6* Self-confident 

7. Sensitive ^ 

8. Jealous 

9. Popular 

10. Shy ZZZI ^^IZI ZZZ 

11. Clumsy 

12. Show-off ZZZHZ Z!~ 

13. Afraid """^ — 

ll*. Kind ZZIZ ZIZZ ZZ^I^ ^IZ 

15* Respectful 

16. Modest 

17. Proud • ' 

18. Lazy 

19. Neat ZZZ^H 

20. Prompt 

21. Thrifty ZIZZ ZZIZ ZZUZZ ^!Z! 

22. Self-controlled " 

23. Accurate 

2h, Dependable " 

25. Angry 

26 . Moody 

27. Considerate ^!^Z Z^ZZ 

28. Open-minded 

29. Unreasonable I^IZ "Z~Z 

30. Alert ZZUZZ ZIZZ 

31. Demanding 

32. Industrious 

33. Reliable ^I^^ZIZ I^IZ 

3^. Courteous 

35. A Leader ^— — 

36. Cooperative 

37. A Follower 
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Item 10 



PERSONALITY CHECK LIST 



Never 



1. 


I 


control my temper. 


2. 


I 


study hard. 


3. 


I 


am friendly with others. 


1». 


I 


stand up for what I think is right 


5. 


I 


talk about others. 


6. 


I 


do things quickly. 


7. 


I 


make things quickly. 


8.* 


I 


force my opinions on others. 


9. 


I 


am good at sports. 


10. 


I 


can take orders. 


11. 


I 


make excuses for my mistakes. 


12. 


I 


accept responsibility. 


13. 


I 


make good grades. 


11.. 


I 


am a "good sport". 


15. 


I 


read a lot. 


16. 


I 


complete things I start to do. 


17. 


I 


get discouraged easily. 


18. 


My feelings are hurt easily. 


19. 


I like to do new things. 


20. 


I 


laugh it my o\m mistakes. 



Sometimes Usually Always 



er|c 
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Item 11 



HOW DO YOU GET ALONG WITH OTHERS? 



!• Do I get along quite well with most 
people? 

2. Do I like most of the people 1 know? 

3. Do most people seem to like me? 

Am I always worried about what 
another person is thinking of me? 

5. Am I interested in listening to the 
other fellow, rather than Just wait- 
ing for him to stop talking and 
listening to me? 

6. Do I always insist on my way, never 
changing my ideas to fit in with the 
others? 

?• Do I often act silly Just so people 
will pay attention to me? 

8. Do I often make up excuses, instead 
of giving the real reason for some- 
thing? 

9. Do I spend much time moping because 
of something I don't have, like a 
big allowatnce or a pretty face or 
lots of clothes? 

10. When we're making plans, do I think 
only about myself and never consider 
other people? 

11. Do I do my share in thinking up ideas 
and in doing Jobs that need to be 
done? 

12. Am I afraid to meet a new person — 
even if it's someone my own age? 

13. Do I feel lonely and wish I had more 
friends? 

1^*. Do I feel miserable because other 
people don't appreciate me? 

15. Am I a good sport, even wl^en thj\ 
don't go my way? 



Yes 



No 



Sometimes 
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